
10/21/2014 RA_Immed_Office_Unit_file_plan.xlsx 2:06 PM

Page 1 of 8

OFFICE CONTACT PERSON:                  Matt 
Magorrian, (206) 553-1234                    

REGIONAL RECORDS MANAGER:  
Joyce Aoyama, (206) 553-2595

  

Total number of File Drawers:                    
Legal size:                        Letter size:      

   

AGENCY FILE 
CODES

OLD FILE 
CODE

AGENCY CATEGORY TITLE SERIES TITLE DISPOSAL INSTRUCTIONS NARA DISPOSAL 
AUTHORITY

LOCATION

104-008-01 092 EPA 092 Spill Prevention Control and 
Countermeasure (SPCC) Facility Plans                                                  
Item a: Record copy

Item a: Disposable  Close inactive 
records upon completion of 
amendment implementation or end of 
year.  Destroy 5 years after file 
closure. 

N1-412-07-4/2   
Status: Final, 
5/31/2007

 

104-008-02 093 EPA 093 Oil Removal Contingency Plans                                                       
Item a: Record copy

Item a: Disposable  Close inactive 
records when superseded.  Destroy 
immediately after file closure. 

N1-412-07-4/3  
Status: Final, 
5/31/2007 

 

104-010-01 233 EPA 233 Disaster Response:                                 Item 
a(1): Presidential declared major disasters - 
Nonelectronic                        Item a(2): 
Presidential declared major disasters - 
Electronic                               Item a(3): 
Electronic copy of records transferred to the 
National Archives          Item b: Other 
Presidential declared emergencies                                            
Item c: Local EPA emergencies  

Item a(1): Transfer to the NARA 20 
years after file closure.
Item a(2): Transfer to the NARA 5 
years after file closure, with any 
related documentation and external 
finding aids, as specified in 36 CFR 
1235.44-1235.50 or standards 
applicable at the time.
Item a(3): Delete after electronic 
record copy is successfully transferred 
to the National Archives.
Item b: Destroy 10 years after file 
closure.
Item c: Destroy 10 years after file 
closure.

N1-412-07-61
Status: Final, 
2/28/2011

 

104-010-02 086 EPA 086 National Contingency Plan (NCP) Product 
Files                                                              
Item a: Record copy

Item a: Disposable  Close inactive 
records when superseded or 
obsolete.  Destroy 10 years after file 
closure. 

N1-412-07-4/1      
Status: Final 
5/31/2007 

 

108 005 EPA 005 Special Studies                                                      
Item a: Record copy

Item a: Disposable Close upon 
completion of study. Destroy 7 years 
after file closure.

N1-412-07-1/1    
Status: Final, 
7/31/2010

 

108 099 EPA 099 Pilot Projects                                                
Item a: Record copy

Item a: Disposable Close inactive 
records at the completion of the 
project. Destroy 10 years after file 
closure.

N1-412-06-6/3  
Status: Final, 
02/13/2007

 

108-024-01-01 
481

EPA 481 Removal Records - Oil Spill Site-Specific                                                        
Item a: Record copy

Item a: Disposable Close inactive 
records upon completion of cost 
recovery.  Destroy 30 years after file 
closure. If record is microform, destroy 
paper after quality assurance is 
complete.

N1-412-07-7
Status: Final, 
02/29/2008 

 

108-025-08 024 SUPR 024A Cost Recovery Records                                 
Item a: Record copy

Item a: Disposable Close inactive 
records when cost recovery action is 
completed. Destroy 30 years after file 
closure. 

N1-412-06-18
Status: Final, 
10/31/2007 

 

FILE MAINTENANCE AND DISPOSITION PLAN    Date Prepared:  01/24/07   Date Updated: 02/27/07, 03/13/07, ORC reviewed 3/07
OFFICE NAME:                                    
Office of the Executive,              
Total Volume of Records for this 
File Station:
FILE PLAN

http://www.epa.gov/records/policy/schedule/sched/092.htm
http://www.epa.gov/records/policy/schedule/sched/093.htm
http://www.epa.gov/records/policy/schedule/sched/233.htm
http://www.epa.gov/records/policy/schedule/sched/086.htm
http://www.epa.gov/records/policy/schedule/sched/005.htm
http://www.epa.gov/records/policy/schedule/sched/099.htm
http://www.epa.gov/records/policy/schedule/sched/481.htm
http://www.epa.gov/records/policy/schedule/sched/481.htm
http://www.epa.gov/records/policy/schedule/sched/024.htm
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AGENCY FILE 
CODES

OLD FILE 
CODE

AGENCY CATEGORY TITLE SERIES TITLE DISPOSAL INSTRUCTIONS NARA DISPOSAL 
AUTHORITY

LOCATION

108-025-08 025 EPA 025 Enforcement Actions - Superfund Site-
Specific                                                        
Item a: No legal action required and routine 
legal action cases
Item b(1): Landmark cases - Nonelectronic
Item b(2): Landmark cases - Electronic
Item b(3): Landmark cases - Electronic copy of 
records transferred to the National Archives

Item a: Disposable Close inactive 
records upon settlement or closing of 
case. Destroy 30 years after file 
closure.
Item b(1): Permanent Close inactive 
records upon settlement or closing of 
case. Transfer to the National 
Archives 30 years after file closure.
Item b(2): Permanent Close inactive 
records upon settlement or closing of 
case. Transfer to the National 
Archives 5 years after file closure, 
with any related documentation and 
external finding aids, as specified in 
36 CFR 1235.44-1235.50 or 
standards applicable at the time.
Item b(3): Disposable Close file upon 
transfer to the National Archives. 
Delete after electronic record copy is 
successfully transferred to the 
National Archives.

N1-412-06-19     
Status: Final, 
12/31/2010

 

108-025-08 207 EPA 207 Enforcement Action Files                                                   
Item a: Administrative case files, whether a 
formal enforcement action is initiated or not
Item b: Judicial case files where routine legal 
actions are required
Item c(1): Landmark or precedent cases – 
Nonelectronic
Includes cases as designated by the Regional 
Administrator's designee.
Item c(2): Landmark or precedent cases – 
Electronic
Includes cases as designated by the Regional 
Administrator's designee.
Item c(3): Landmark or precedent cases - 
Electronic copy of records transferred to the
National Archives. Includes cases as 
designated by the Regional Administrator's 
designee.

Item a: Disposable Close inactive 
records upon settlement or closing of 
case.  Destroy 10 years after file 
closure.
Item b: Disposable Close inactive 
records upon settlement or closing of 
case.  Destroy 20 years after file 
closure.
Item c(1): Permanent Close inactive 
records upon settlement or closing of 
case.  Transfer to the National 
Archives in 5 year blocks 20 years 
after file closure. If record is
microform, destroy paper after quality 
assurance is completed.
Item c(2): Permanent Close inactive 
records upon settlement or closing of 
case.  Transfer to the National 
Archives 5 years after file closure, 
with any related documentation
and external finding aids, as specified 
in 36 CFR 1235.44-1235.50  or 
standards applicable at the time.
Item c(3): Disposable Close file upon 
transfer to the National Archives.  
Delete after electronic record copy is 
successfully transferred to the 
National Archives.

N1-412-07-2/9   
Status: Final, 
12/31/2012

 

http://www.epa.gov/records/policy/schedule/sched/025.htm
http://www.epa.gov/records/policy/schedule/sched/207.htm
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AGENCY FILE 
CODES

OLD FILE 
CODE

AGENCY CATEGORY TITLE SERIES TITLE DISPOSAL INSTRUCTIONS NARA DISPOSAL 
AUTHORITY

LOCATION

108-025-08 480 EPA 480 Enforcement Action  - Oil Site-Specific                                          
Item a: No legal action required or routine legal 
action cases                    Item b(1): Landmark 
cases - Nonelectronic
Item b(2): Landmark cases - Electronic
Item b(3): Landmark cases - Electronic copy of 
records transferred to the National Archives

Item a: Disposable Close inactive 
records upon settlement or closing of 
case.  Destroy 30 years after file 
closure.                                     Item 
b(1): Permanent Close inactive 
records upon settlement or closing of 
case.  Transfer to the National 
Archives 30 years after file closure.
Item b(2): Permanent Close inactive 
records upon settlement or closing of 
case.  Transfer to the National 
Archives 5 years after file closure with 
any related documentation and 
external finding aids, as specified in 
36 CFR 1235.44-1235.50 or 
standards applicable at the time.
Item b(3): Disposable Close file upon 
transfer to the National Archives.  
Delete after electronic record copy is 
successfully transferred to the 
National Archives.

N1-412-07-7     
Status: Final 
1/31/2011 

 

301-093 006 PROG 006a Program Management Files                          
Item a: Senior officials
Item b: Other than senior officials

Item a: Disposable Close inactive 
records at end of calendar year. 
Destroy 10 years after file closure.
Item b: Disposable Close inactive 
records at end of calendar year. 
Destroy 5 years after file closure.

N1-412-06-6/2
Status: Final, 
10/30/2008 

 

302-095 602 SECU 602 Continuity of Operations (COOP) Plans                                                      
Item a: Plan or directive
Item b: Background documents

Item a: Disposable Close inactive 
records when superseded or 
canceled. Destroy 5 years after file 
closure.
Item b: Disposable Close inactive 
records when superseded or 
canceled. Destroy 3 years after file 
closure.

N1-412-07-54/7    
(Item a) 
GRS 18/27 (Item 
b)
Status: Final, 
12/31/2012

 

302-095 603 EPA 603 Continuity of Operations (COOP) Exercises                                                       
Item a: Consolidated and comprehensive 
reports
Item b: Background documents

Item a: Disposable Close inactive 
records when report is completed. 
Destroy 5 years after file closure.
Item b: Disposable Close inactive 
records when report is completed. 
Destroy 3 years after file closure.

N1-412-07-54/8 
(Item a) 
GRS 18/28 (Item 
b)
Status: Final, 
08/31/2008

 

303-100 132 CORR 132 Congressional Correspondence                          
Item a: Record copy

Item a: Destroy 5 years after file 
closure. 

N1-412-07-1/3
Status: Final, 
5/31/2007 

 

304-104-02 145 EPA 145a Program Development Files                                                        
Item a(1): Record copy - Nonelectronic
Item a(2): Record copy - Electronic
Item a(3): Electronic copy of records 
transferred to the National Archives

Item a(1): Permanent Close inactive 
records at the end of the activity, 
project, or topic. Transfer to the 
National Archives 20 years after file 
closure.
Item a(2): Permanent Close inactive 
records at the end of the activity, 
project, or topic. Transfer to the 
National Archives 5 years after file 
closure, with any related 
documentation and external finding 
aids, as specified in 36 CFR 1235.44-
1235.50  or standards applicable at 
the time.
Item a(3): Disposable Close file upon 
transfer to the National Archives. 
Delete after electronic record copy is 
successfully transferred to the 
National Archives.

N1-412-06-29
Status: Final, 
1/31/2011 

 

http://www.epa.gov/records/policy/schedule/sched/480.htm
http://www.epa.gov/records/policy/schedule/sched/006.htm
http://www.epa.gov/records/policy/schedule/sched/602.htm
http://www.epa.gov/records/policy/schedule/sched/603.htm
http://www.epa.gov/records/policy/schedule/sched/132.htm
http://www.epa.gov/records/policy/schedule/sched/145.htm
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AGENCY FILE 
CODES

OLD FILE 
CODE

AGENCY CATEGORY TITLE SERIES TITLE DISPOSAL INSTRUCTIONS NARA DISPOSAL 
AUTHORITY

LOCATION

304-107 105 EPA 105 Management Studies                                                            
Item a(1): Record copy - Nonelectronic
Item a(2): Record copy - Electronic
Item a(3): Electronic copy of records 
transferred to the National Archives

Item a(1): Permanent Close file after 
completion of the study or report or 
when canceled. Transfer to the 
National Archives in 5 year blocks 20 
years after file closure.
Item a(2): Permanent Close file after 
completion of the study or report or 
when canceled. Transfer to the 
National Archives 5 years after file 
closure, with any related 
documentation and external finding 
aids, as specified in 36 CFR 1235.44-
1235.50  or standards applicable at 
the time.
Item a(3): Disposable Close file upon 
transfer to the National Archives. 
Delete after electronic record copy is 
successfully transferred to the 
National Archives.

N1-412-07-2/2  
Status: Final, 
1/31/2011

 

305-109-02-01 
030

FOIA 030 FOIA Request Files: 
Item a(1): Granting access to all the requested 
records
Includes correspondence and supporting 
documents, excluding the official file copy of 
the records requested if filed herein.
Item a(2)(a): Non-existent records, inadequate 
description, or failure to pay reproduction fees, 
and request not appealed
Includes correspondence and supporting 
documents, excluding the official file copy of 
the records requested if filed herein.
Item a(3)(a): Denials, full or partial, and 
request not appealed
Includes correspondence and supporting 
documents, excluding the official file copy of 
the records requested if filed herein.
Item a(3)(b): Denials, full or partial, and 
request appealed
Includes correspondence and supporting 
documents, excluding the official file copy of 
the records requested if filed herein.
Item b: Official file copy of requested records

Item a(1): Destroy 2 years after date 
of reply.
Item a(2)(a): Destroy 2 years after 
date of reply.
Item a(3)(a): Destroy 6 years after 
date of reply.
Item a(3)(b): See disposition 
instructions for EPA 032 - Freedom of 
Information Act (FOIA) Appeals Files.
Item b: Dispose of in accordance with 
the approved Agency disposition 
instructions for the related records, or 
with the related FOIA request, 
whichever is later. 

GRS 14/11
Status: Final, 
02/01/2007 

 

305-109-02-01 
033

FOIA 033A Freedom of Information Act (FOIA) Control 
Files                                                       Item a: 
Registers or listings
Item b: Other files

Item a: Disposable Destroy 6 years 
after date of last entry.
Item b: Disposable Destroy 6 years 
after final action or after final 
adjudication by courts, whichever is 
later.

GRS 14/13
Status: Final, 
02/12/2007 

 

http://www.epa.gov/records/policy/schedule/sched/105.htm
http://www.epa.gov/records/policy/schedule/sched/030.htm
http://www.epa.gov/records/policy/schedule/sched/030.htm
http://www.epa.gov/records/policy/schedule/sched/033.htm
http://www.epa.gov/records/policy/schedule/sched/033.htm
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AGENCY FILE 
CODES

OLD FILE 
CODE

AGENCY CATEGORY TITLE SERIES TITLE DISPOSAL INSTRUCTIONS NARA DISPOSAL 
AUTHORITY

LOCATION

305-109-02-04 
140

EPA 140 Speeches and Testimony                                                                
Item a(1): Senior officials - Nonelectronic
Item a(2): Senior officials - Electronic
Item a(3): Senior officials - Electronic copy of 
records transferred to the National Archives
Item b: Other federal employees when the 
speeches are not necessary to document the 
Agency or its programs

Item a(1): Permanent Close inactive 
records at end of calendar year. 
Transfer to the National Archives 10 
years after file closure.
Item a(2): Permanent Close inactive 
records at end of calendar year. 
Transfer to the National Archives 5 
years after file closure, with any 
related documentation and external 
finding aids, as specified in 36 CFR 
1235.44-1235.50  or standards 
applicable at the time.
Item a(3): Disposable Close file upon 
transfer to the National Archives. 
Delete after electronic record copy is 
successfully transferred to the 
National Archives.
Item b: Disposable Close inactive 
records at end of calendar year. 
Destroy 5 years after file closure.

N1-412-06-8  
Status: Final, 
1/31/2011

 

306-112 007 EPA 007 Directives and Policy Guidance Documents 
Issued by Specific Programs and Regions                                                             
Item a(1): Published or released to the public 
and related background materials - 
Nonelectronic
Item a(2): Published or released to the public 
and related background materials - Electronic
Item a(3): Published or released to the public 
and related background materials - Electronic 
copy of records transferred to the National 
Archives
Item b: Unpublished or not released to the 
public and related background materials

Item a(1): Permanent Close inactive 
records upon issuance or publication 
or when superseded. Transfer to the 
National Archives in 5 year blocks, 20 
years after file closure.
Item a(2): Permanent Close inactive 
records upon issuance or publication 
or when superseded. Transfer to the 
National Archives 5 years after file 
closure, with any related 
documentation and external finding 
aids, as specified in 36 CFR 1235.44-
1235.50 or standards applicable at 
the time.
Item b: Disposable Close inactive 
records upon decision to not publish 
or issue. Destroy 10 years after file 
closure.

N1-412-06-7  
Status: Final, 
12/31/2010

 

316-259 181 EPA 181 Advisory Groups Established under the 
Federal Advisory Committee Act (FACA)                                                                
Item a: Commission's establishment, 
membership, policy, organization, 
deliberations, findings, and recommendations
Item b: Day-to-day Commission activities, not 
containing unique information of historical 
value
Item c(1): Web site records - Electronic version 
of Web site(s)
Item c(2): Web site records - Design, 
management, and technical operation records
Item c(3): Web site records - Electronic version 
of content records duplicated in textual series 
of commission records

Item a: Permanent Transfer to the 
National Archives on termination of 
the Commission. Earlier transfer is 
authorized for commissions operating 
for 3 years or longer; and records are 
transferred to the National Archives 
20 years after termination or 
completion of a significant activity 
(e.g., production of a final report).
Item b: Disposable Destroy when 3 
years old. See Note in Guidance.
Item c(1): Disposable Destroy on 
termination of commission or when no 
longer needed, excluding records 
covered in the Note in Guidance.
Item c(2): Disposable Destroy on 
termination of commission or when no 
longer needed.
Item c(3): Disposable Destroy on 
termination of commission or when no 
longer needed.

GRS 26/2         
Status: Final, 
12/31/2009

 

401 110 ADMI 110 Office Administrative Files                                                           
Item a: Record copy

Item a: Destroy when 2 years old. GRS 23/1
Status: Final, 
1/31/2009 

 

http://www.epa.gov/records/policy/schedule/sched/140.htm
http://www.epa.gov/records/policy/schedule/sched/140.htm
http://www.epa.gov/records/policy/schedule/sched/007.htm
http://www.epa.gov/records/policy/schedule/sched/181.htm
http://www.epa.gov/records/policy/schedule/sched/110.htm
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AGENCY FILE 
CODES

OLD FILE 
CODE

AGENCY CATEGORY TITLE SERIES TITLE DISPOSAL INSTRUCTIONS NARA DISPOSAL 
AUTHORITY

LOCATION

401 111 ADMI 111a Calendars, Schedules, and Logs of Daily 
Activities                                                   
Item a: Senior officials and assistants to those 
officials.  Includes substantive information 
relating to official activities when not 
incorporated into memoranda, reports, 
correspondence or other records included in 
the official files.
Item b: Other federal employees.  Includes 
substantive information relating to official 
activities when not incorporated into official 
files.
Item c: Routine materials.  Includes no 
substantive information regarding the daily 
activities of any Agency officials, or records of 
any federal employees containing substantive 
information, when incorporated into official 
files.

Item a: Permanent Close at end of 
calendar year. Transfer to the 
National Archives 5 years after file 
closure. If electronic, transfer data 
and documentation to the National 
Archives in a format as specified in 36 
CFR 1235.44-1235.50 or standards 
applicable at the time.
Item b: Disposable Close at end of 
calendar year. Destroy 2 years after 
file closure.
Item c: Disposable Close at end of 
calendar year. Destroy when no 
longer needed.  

N1-412-06-5
Status: Final, 
12/31/2010

 

401 127 CORR 127 General Correspondence Files                                                         
Item a: Record copy

Item a: Disposable Close inactive 
records at end of calendar year. 
Destroy 5 years after file closure.

N1-412-06-6/4
Status: Final, 
02/01/2007

 

401 167 TRAN 167 Transitory Files                                                              
Item a: Record copy

Item a: Close inactive records at end 
of month.  Destroy 3 months after file 
closure.

GRS 23/7            
Status: Final, 
2/1/2007

 

401 186 EPA 186 Committee Records Not Maintained by the 
Sponsor or Secretariat                                                         
Item a: Record copy

Item a: Destroy when 3 years old. GRS 26/3      
Status: Final, 
12/31/2009

 

401 187 EPA 187 Intra-Agency and Internal Committees                                                         
Item a: Committees related to EPA's 
environmental missions
Item b: Committees unrelated to EPA's 
environmental missions

Item a: Disposable Close inactive 
records when committee superseded 
or canceled, at the completion of a 
significant activity (e.g., completion of 
a research report), or at the change of 
committee chair. Destroy 5 years after 
file closure.
Item b: Disposable Destroy when no 
longer needed for administrative 
purposes.

N1-412-07-1/8 
(Item a)   GRS 
26/1a (Item b)  
Status: Final, 
12/31/2009

 

401-122 028 EPA 028 e, f Travel:                                          Item e: 
Original receipts
Item f: Documentation not processed 
electronically

Item e: Disposable Destroy when 6 
years and 3 months old.  
Item f: Disposable Destroy when 10 
years old. 

N1-412-06-22  
Status: Final 
8/31/09

 

402-126 276 PERS 276 Time and Attendance Records                                                             
Item a(2): Source records - Copies maintained 
by other offices

Item a(2): Disposable Close inactive 
records at end of pay period. Destroy 
1 year after file closure.

N1-412-07-69/1      
(Item a(2))           
Status: Final       
6/30/2012

 

http://www.epa.gov/records/policy/schedule/sched/111.htm
http://www.epa.gov/records/policy/schedule/sched/127.htm
http://www.epa.gov/records/policy/schedule/sched/167.htm
http://www.epa.gov/records/policy/schedule/sched/186.htm
http://www.epa.gov/records/policy/schedule/sched/187.htm
http://www.epa.gov/records/policy/schedule/sched/028.htm
http://www.epa.gov/records/policy/schedule/sched/276.htm
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AGENCY FILE 
CODES

OLD FILE 
CODE

AGENCY CATEGORY TITLE SERIES TITLE DISPOSAL INSTRUCTIONS NARA DISPOSAL 
AUTHORITY

LOCATION

403-254 279 EPA 279 > Leave Records
Item a(1): Leave application files - If employee 
initials time card or equivalent. Includes 
requests for and approvals of leave, such as 
SF-71 or equivalent, plus any supporting 
documentation. Also includes requests and 
approvals if the time card is submitted 
electronically by the employee and there are no 
discrepancies.
Item a(2): Leave application files - If employee 
has not initialed time card or equivalent. 
Includes requests for and approvals of leave, 
such as SF-71 or equivalent, plus any 
supporting documentation. Also includes 
requests and approvals if the time card is 
submitted electronically by the employee and 
there are no discrepancies.
Item b(2): Leave record - Maintained by 
creating office. Includes record of employee 
leave such as SF-1150 or equivalent statement 
of leave balances.

Item a(1):  Disposable  Destroy at end 
of following pay period.
Item a(2):  Disposable  Destroy after 
GAO audit or when 3 years old, 
whichever is sooner.
Item b(2):  Disposable   Close 
inactive records when signed by 
supervisor.  Destroy 3 years after 
closure.

GRS 2/6a (Item 
a(1)) 
GRS 2/6b (Item 
a(2)) 
GRS 2/9b (Item 
b(2))
Status: Final, 
6/30/2012

 

403-256 122 PERS 122 Supervisors' Personnel Files and Duplicate 
OPF Documentation                                                                         
Item a: Supervisors' personnel files
Item b: Duplicate documentation
Includes other copies of documents duplicated 
in OPFs, not provided for elsewhere.

Item a: Disposable Close inactive 
records when employee separates or 
transfers. Destroy 1 year after file 
closure.
Item b: Disposable Close inactive 
records at the end of the month. 
Destroy 6 months after file closure. 

GRS 1/18
Status: Final, 
02/01/2007 

 

404-141-02-01 
141

CORR 141a Controlled and Major Correspondence                                                            
Item a(1): Senior officials and assistants to 
those officials - Nonelectronic
Item a(2): Senior officials and assistants to 
those officials - Electronic
Item a(3): Senior officials and assistants to 
those officials - Electronic copy of records 
transferred to the National Archives
Item b: Other federal employees

Item a(1): Permanent Close inactive 
records at end of year. Transfer to the 
National Archives in 5 year blocks, 20 
years after file closure.
Item a(2): Permanent Close inactive 
records at end of year. Transfer to the 
National Archives 5 years after file 
closure, with any related 
documentation and external finding 
aids, as specified in 36 CFR 1235.44-
1235.50  or standards applicable at 
the time.
Item a(3): Disposable Close file upon 
transfer to the National Archives. 
Delete after electronic record copy is 
successfully transferred to the 
National Archives.
Item b: Disposable Close inactive 
records at end of year. Destroy 10 
years after file closure.

N1-412-06-10
Status: Final, 
2/28/2011

 

404-141-02-04 
109

ADMI 109 EPA Forms                                                        
Item a: EPA form and documentation Includes 
instructions and documentation showing 
inception, scope, and purpose of the forms.
Item b: Background materials Includes 
requisitions, specifications, processing data, 
and control records.

Item a: Disposable Destroy 5 years 
after related form is discontinued, 
superseded, or canceled.
Item b: Disposable Destroy when 
related form is discontinued, 
superseded, or canceled.

GRS 16/3               
Status: Final, 
7/31/2008

 

http://www.epa.gov/records/policy/schedule/sched/279.htm
http://www.epa.gov/records/policy/schedule/sched/122.htm
http://www.epa.gov/records/policy/schedule/sched/141.htm
http://www.epa.gov/records/policy/schedule/sched/141.htm
http://www.epa.gov/records/policy/schedule/sched/109.htm
http://www.epa.gov/records/policy/schedule/sched/109.htm
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AGENCY FILE 
CODES

OLD FILE 
CODE

AGENCY CATEGORY TITLE SERIES TITLE DISPOSAL INSTRUCTIONS NARA DISPOSAL 
AUTHORITY

LOCATION

405 036 BUDG 036 Routine Procurement Files                      Item 
a(1)(a): Procurement organization copy of 
transactions that exceed the thresholds, dated 
on or after July 3, 1995
Includes transactions and related papers that 
exceed the simplified acquisition threshold of 
$100,000 and all construction contracts 
exceeding $2,000.
Item a(1)(b): Procurement organization copy of 
transactions below the thresholds, dated on or 
after July 3, 1995
Includes transactions and related papers at or 
below the simplified acquisition threshold of 
$100,000 and all construction contracts at or 
below $2,000.
Item a(2)(a): Procurement organization copy of 
other transactions, dated earlier than July 3, 
1995
Includes transactions and related papers that 
utilize other than small purchase procedures 
and all construction contracts exceeding 
$2,000.
Item a(2)(b): Procurement organization copy of 
other transactions, dated earlier than July 3, 
1995
Includes transactions and related papers that 
utilize small purchase procedures and all 

   

Item a(1)(a): Destroy 6 years, 3 
months after file closure.
Item a(1)(b): Destroy 3 years after file 
closure.
Item a(2)(a): Destroy 6 years, 3 
months after file closure.
Item a(2)(b): Destroy 3 years after file 
closure.
Item b: Destroy when funds are 
obligated.
Item c: Destroy upon termination or 
completion.
Item d: Destroy 5 years after file 
closure. 

GRS 3/3
Status: Final,  
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Item b: Obligation copy held by Finance offices
Item c: Other copies of records described 
above used by component elements of a 
procurement office for administrative purposes
Item d: Data submitted to the Federal 
Procurement Data System (FPDS)

405 202 CONT 202 Contract Management Records                                                        
Item b: Contract-level Contracting Officer's 
Representative (COR).  Formerly called Project 
Officer (PO) 
Item c: Other Contracting Officer's 
Representative (COR).  Includes Delivery 
Order CORs, Simplified Acquisition CORs, 
Task Order CORs, and Work Assignment 
CORs. Formerly called Delivery Order Project 
Officer (DOPO) or Work Assignment Manager 
(WAM)

Item b: Disposable Close inactive 
records upon filing of final invoice or 
completion or termination of the task 
order or work assignment. Destroy 6 
years and 3 months after final 
payment for the overall contract.
Item c: Disposable Close inactive 
records upon filing of final invoice or 
completion or termination of the task 
order or work assignment. Destroy 6 
years and 3 months after final 
payment for the overall contract. 

N1-412-06-6/5
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